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Pre-Election Tasks - Acknowledgements
• RUN A PENDING VOTER LISTING – ACKNOWLEDGEMENT CARDS NOT SENT REPORT TO VIEW

WHICH REGISTRATIONS ARE CURRENTLY PENDING AND STILL NEED TO BE SENT

ACKNOWLEDGEMENT CARDS.

• THE PENDING PERIOD WILL NOT BEGIN, AND THESE VOTERS WOULD BE PREVENTED FROM

POTENTIALLY MOVING INTO ACTIVE STATUS UNTIL THE CARDS ARE GENERATED AND SENT.
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Pre-Election Tasks - Locations

• REMEMBER TO UPDATE YOUR POLLING

LOCATIONS/VOTE CENTER LOCATIONS, AND

THEIR HOURS.

• THIS INFORMATION APPEARS ON

INDIANAVOTERS.COM FOR VOTERS TO VIEW.

• FOR PRECINCT-LEVEL POLLING LOCATIONS, GO

TO POLL > LOCATION.

• FOR EARLY VOTING AND VOTE CENTER

LOCATIONS, GO TO ADMINISTRATION > 
COUNTY > SATELLITE VOTING MAINTENANCE

Update Poll Locations/Vote Centers and Hours
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Pre-Election Tasks – Results Reporting
Selecting your Election Night Results Reporting Preference (no later than 6 p.m., Friday, May 1) 

Summary Level Reporting: Hand Entry of overall Vote Totals

Precinct Level Reporting: Results upload from EMS Vendor on Election Night (Requires Mapping)

Precinct Level Hand Entry: Hand Entry of Vote Totals from every precinct

NOTE: There is state 
legislation currently 

pending that may 
become final as 

Indiana law during 
the next couple of 

weeks. We will keep 
you advised if and 

when that proposal 
becomes State law.
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Summary Level Results Reporting
• MANUAL ENTRY OF ONLY THE

TOTAL VOTES CAST FOR EACH

CANDIDATE.

• REQUIRES ATTACHING PRECINCT

LEVEL RESULTS TO CEB FORMS

DURING POST-ELECTION

PROCESSING.

• PRECINCT LEVEL (UPLOAD) 
PREFERENCES REVERT TO SUMMARY

LEVEL IF MAPPING IS NOT COMPLETE

BY 6 P.M., FRIDAY, NOVEMBER 1.
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Precinct Level Hand Entry Results Reporting

• MANUAL ENTRY OF ALL VOTE

TOTALS FROM EACH PRECINCT

FOR EACH CANDIDATE.

• CHANGE OFFICES IN THE DROP-
DOWN BOX AND CHANGE PAGES

FOR MORE PRECINCTS.

• DO NOT ENTER TOTAL VOTES

CAST IN FIRST BOX AND COME

BACK LATER TO COMPLETE

ENTRY.
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Precinct Level Results (Upload) Reporting
• REQUIRES MAPPING OF OFFICES, 

CANDIDATES, ETC. PRIOR TO THE

ELECTION

• UPLOAD OF A PRECINCT RESULTS FILE

FROM YOUR VOTING SYSTEM VENDOR’S
EMS SYSTEM.

• CSV IS THE PREFERRED FILE TYPE FOR

UPLOADING

• AFTER VALIDATING THE UPLOAD FILE, 
RETURN TO THE OFFICE RESULTS PAGE

TO CONFIRM TOTALS, VALIDATE AND

SAVE RESULTS

Election > Election Results > Election Results Upload

NOTE: There is state legislation currently 
pending that may become final as Indiana law 
during the next couple of weeks. We will keep 

you advised if and when that proposal becomes 
State law. 
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Precinct Level Results - Mapping

• UPLOAD A “ZERO FILE” FROM YOUR

VOTING SYSTEM VENDOR’S EMS SYSTEM.

• MATCH THE VENDOR VALUE FIELD FROM

THE ZERO FILE TO THE SVRS VALUE FOR

EACH CATEGORY

• IF A CANDIDATE IS RUNNING FOR

MULTIPLE OFFICES, THE OFFICE NAME

FOR THE CANDIDATE IN THE VENDOR

VALUE WILL DISPLAY AS (MULTIPLE) 
AND MAY BE USED IN ALL AREAS FOR THE

CANDIDATE DURING MAPPING

Administration > County > Mapping Upload
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Public Site – IndianaVoters.com
INDIANAVOTERS.COM IS AVAILABLE

TO THE PUBLIC TO VIEW ELECTION

RESULTS AND PERFORM MANY OTHER

TASKS, INCLUDING UPDATING VOTER

REGISTRATIONS AND SUBMITTING

ABSENTEE APPLICATIONS

MANY ITEMS ENTERED IN SVRS 
WILL DISPLAY ON THIS SITE

INCLUDING, BUT NOT LIMITED TO: 
POLLING LOCATIONS/VOTE

CENTERS, VOTING HOURS, WHO’S ON

THE BALLOT AND A VOTER PORTAL

WHERE VOTERS MAY TRACK THE

STATUS OF THEIR ABSENTEE BALLOT.
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After Hours 2FA Validation

• SVRS INCLUDES SPECIFIC TIMES WHERE ADDITIONAL 2FA 
VALIDATION IS REQUIRED TO LOG IN, INCLUDING ON WEEKENDS

• COUNTY USERS MAY SET SPECIFIC DATES AND TIMES FOR THIS

ADDITIONAL 2FA TO BE IN PLACE, SPECIFICALLY DURING EARLY

VOTING.

• BEST PRACTICES ARE TO SET ANY ADDITIONAL DATES AND HOURS

FOR OUTSIDE OF NORMAL WORKING HOURS AND/OR EXTENDED

EARLY VOTING DATES AND TIMES.

Access via  
Administration > System >   

County Preferences > 
After Hours Validation
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Post-Election Processing Reminders
• MANUALLY ENTER ALL PROVISIONAL BALLOTS AND REMEMBER

TO UPDATE THEM AFTER THE PROVISIONAL HEARING(S)

• UPDATE ALL ABSENTEE BALLOTS PROPERLY, RUN ABSENTEE

BALLOT BATCH AND IMPORT VOTE HISTORY PROCESSES TO

APPLY VOTE HISTORY

• ENSURE RESULTS ARE UPDATED AND MARKED FINAL AND

COMPLETE AFTER ALL CEB HEARINGS HAVE BEEN

CONDUCTED

• PROCESS AND FINALIZE ALL NECESSARY CEB FORMS

• RUN GET WINNERS PROCESS TO ATTACH WINNERS FROM THE

PRIMARY TO THE GENERAL ELECTION.
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Step-by-Step Instructions to Review
• ALL ABSENTEE STEP-BY-STEPS

• ELECTION PREP CHECK LIST

• COUNTY ELECTION RESULT ENTRY

• POLL OVERVIEW/VOTE CENTER SATELLITE LOCATION SETUP

• EPOLLBOOK OVERVIEW

• PRECINCT LEVEL MAPPING AND RESULTS UPLOAD

• CEB FORM GENERATION

• POST ELECTION PROCESSING

• 2FA AFTER HOURS VALIDATION

• COUNTY DIRECTORY USE AND MAINTENANCE

All documents are on the INSVRS County Portal
Email INSVRShelpdesk@gocivix.com to request access
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Upcoming Web Training Schedule
• EPOLLBOOK OVERVIEW – 3/5 AT 11 A.M.

• PREPARING FOR THE 2026 PRIMARY – 3/11 AT 1 P.M. & 3/12 AT 11 A.M.

• ABSENTEE & CURE PROCESS OVERVIEW – 3/17 AT 1 P.M. & 3/19 AT 11 A.M.

• ELECTION RESULTS MAPPING – 3/24 AT 1 P.M. & 3/26 AT 11 A.M.

• MARCH BUILD PLACEHOLDER – 3/31 AT 1 P.M. & 4/2 AT 11 A.M.

• INDIANAVOTERS.COM FUNCTIONALITY AND COUNTY INPUTS – 4/6 AT 1 P.M. & 4/9 AT 11 A.M.

• COUNTY ELECTION RESULTS ENTRY – 4/14 AT 1 P.M. & 4/16 AT 11 A.M.

• CERTIFICATE OF ERROR PROCESSING – 4/21 AT 1 P.M. AND 4/23 AT 11 A.M.

• POST-ELECTION PROCESSING – 4/30 AT 11 A.M. & 5/7 AT 11 A.M.

• CEB FORM GENERATION OVERVIEW – 5/12 AT 1 P.M. & 5/14 AT 11 A.M.

• PETITIONS OVERVIEW – 5/19 AT 1 P.M. & 5/21 AT 11 A.M.

• ELECTION, OFFICE, CANDIDATE, AND REFERENDUM SETUP – 5/26 AT 1 P.M. & 5/28 AT 11 A.M.

• U.S. DISTRICT COURT DATA PROCESSING – 6/2 AT 1 P.M. & 6/4 AT 11 A.M.

All trainings are 
conducted through 

Microsoft Teams.
Dates and times are 

Eastern Time and 
subject to change.
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How to
Contact
CIVIX

1. HELPDESK

2. MICROSOFT TEAMS

3. HELPDESK CONTACT: 

1-888-467-8771

INSVRSHelpDesk@gocivix.com
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QUESTIONS?

Title


